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DISCLAIMER 
 

This Request for Proposal (RFP) is issued by the ST & SC Development, M & BCW Department. 
 

While the information in this RFP has been prepared in good faith, it does not support to be 
comprehensive or to have been independently verified. Neither ST & SC Development, M & 
BCW Department nor any of its officers or employees, nor any of their advisers nor Agency’s 
accept any liability or responsibility for the accuracy, reasonableness or completeness of, or 
for any errors, omissions or misstatements, negligent or otherwise, relating to the proposed 
assignment, or makes any representation or warranty, express or implied, with respect to the 
information contained in this RFP or on which this RFP is based or with respect to any written 
or oral information made or to be made available to any of the recipients or their professional 
advisers and, so far as permitted by law and except in the case of fraudulent 
misrepresentation by the party concerned, and liability therefore is hereby expressly 
disclaimed. 

 

The information contained in this RFP is selective and is subject to updating, expansion, 
revision and amendment at the sole discretion of the Client. It does not claim to contain all the 
information that a recipient may require for the purposes for making a decision for 
participation in this selection process. Each bidder must conduct its own analysis of the 
information contained in this RFP, to correct any inaccuracies therein and is advised to carry 
out its own investigation into the proposed assignment, the regulatory regime which applies 
thereto and by and all matters pertinent to the project and to seek its own professional advice 
on the legal, financial and regulatory consequences of entering into any agreement or 
arrangement relating to the project. 

 

This RFP includes certain statements, information, projections and forecasts with respect to the 
proposed assignment. Such statements, information, projections and forecasts reflect various 
assumptions made by the management, officers and employees of the Client, which (the 
assumptions and the base information on which they are made) may or may not prove to be 
correct. No representation or warranty is given as to the reasonableness of forecasts or the 
assumptions on which they may be based and nothing in this RFP is, or should be relied on as, 
a promise, representation or warranty. 

 
ST & SC Development, M & BCW Department shall be the sole and final authority with 
respect to selection of an Agency through this RFP. 
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BIDDER DATA SHEET 
 

Sl. 
 No. 

Particular Details 

1. Name of the Client ST & SC Development, M & BCW 
Department, Government of Odisha 

2. Method of Selection Least Cost Selection (LCS) Method 

3. Availability of RFP Document www.stscodisha.gov.in 

4. Date of Issue of RFP 25.08.2022 

5. Deadline for Submission of Pre 
Proposal Query 31.08.2022 up to 5:00 PM 

6. Issue of Pre Proposal Clarifications 05.09.2022 

7. Last Date and Time for submission of 
Bid 

14.09.2022 up to 5:00 PM 

8. Date of opening of Technical Proposal 22.09.2022 at 11:30 AM 

9. Date of opening of Financial Proposal 28.09.2022 

10. 
Expected Date of Commencement of 
Assignment November, 2022 

 
11. 

 

Bid Processing Fee (Non-Refundable) 

Rs. 5,000/- (Five Thousand Rupees Only) in 
shape of Demand Draft in favour of “Under 
Secretary to Government (DDO), ST & SC 
Dev.,M & BCW Department ” drawn in any 
scheduled commercial bank payable at 
Bhubaneswar 

 

12. 

 
Bid Security Declaration 

Bidder is required to submit a "Bid Security 
Declaration" as per the prescribed format as 
provided at Annexure- V of this RFP Document. 

13. 

 

Contact Person 

Deputy Director( Scholarship Section) ,  
ST & SC Dev.,M & BCW Department, Lok Seva 
Bhawan , Bhubaneswar  

 
Email: ssdprematricbackup@gmail.com 

14. Address for Submission of Proposal 

“Special Secretary to Government,  
ST& SC Development ,M & BCW Department,  
Government of Odisha 
Lokaseva Bhawan , Bhubaneswar-751001” 

 

Mode of Submission: Speed Post / Registered 
Post only to the address as specified above 
during the office hour only. Submission of bid 
through any other mode and late bid will be 
rejected. 

 
For details please visit: < www.stscodisha.gov.in> 

http://www.stscodisha.gov.in/
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SECTION: 1 
 

 
LETTER OF INVITATION 
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  RFP No: 14713 / 22-23                                                               Dated:23-08-2022 

LETTER OF INVITATION 
 

 

Name of the Assignment: E s t a b l i s h m e n t  o f  Scholarship Management Unit (SMU) 
and Schools & Hostel Monitoring Cell (SHMC) at State Level under ST & SC Development, 
M & BCW Department 

 

1. ST & SC Development, M & BCW Department, Government of Odisha (The Client) 
invites sealed proposal from eligible bidders for “ESTABLISHMENT OF SCHOLARSHIP 
MANAGEMENT UNIT (SMU) AND SCHOOLS & HOSTEL MONITORING CELL (SHMC) AT 
STATE LEVEL UNDER ST & SC DEVELOPMENT, M & BCW DEPARTMENT”. More details 
on the proposed study are provided at Section-3: Terms of Reference (ToR) of this RFP 
Document. 

 

2. A bidder will be selected under Least Cost Selection (LCS) procedure as prescribed in the 
RFP Document in accordance with the policies and procedures accompanying the 
Guideline of Finance Department, Government of Odisha for “Engagement of 
Consultants and Outsourcing of Services” circulated vide Office Memorandum No. 
37323/F, Dated: 30.11.2018 of Finance Department, Government of Odisha. 

 

3. The proposal complete in all respect as specified in the RFP Document must be 
accompanied with a Non- refundable amount of Rs. 5,000/- (Rupees FiveThousand 
only) towards Bid Processing Fee in form of Demand Draft in favour of “Under 
Secretary to Government (DDO), ST & SC Dev.,M & BCW Department”,drawn in any 
scheduled commercial bank and payable at Bhubaneswar, Odisha failing which the bid 
will be rejected. 

 

4. The proposal must be delivered at the specified address as per the Bidder Data Sheet by 
Speed post / Registered Post only. The Client shall not be responsible for postal delay 
or any consequence. Submission of proposal through any other mode will be rejected. 

 

5. The last date and time for submission of proposal complete in all respects is Dt. 
14.09.2022 up to 5:00 PM and the date of opening of the technical bid is Dt. 22.09.2022 
at 11:30 AM in the presence of the bidder’s representative at the specified address as 
mentioned in the Bidder Data Sheet (Sl. no.14). Representative of the bidders (limited 
to one person) may attend the meeting with due authorization letter on behalf of the 
bidder. 

 

6. This RFP includes following sections: 
 

a. Letter of Invitation [Section – 1] 
b. Information to the Bidder [Section – 2] 
c. Terms of Reference [Section – 3] 
d. Technical Proposal Submission Forms [Section – 4] 
e. Financial Proposal Submission Forms [Section –5] 
f. Annexure [Section – 6] 
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7. While all information/data given in the RFP are accurate within the consideration of 
scope of the proposed assignment to the best of the Client’s knowledge, the Client 
holds no responsibility for accuracy of information and it is the responsibility of the 
bidder to check the validity of information/data included in this document. The 
Client reserves the rights to accept / reject any/ all proposals / cancel the entire 
selection process at any stage without assigning any reason thereof. 

 
 

                                                                             Special Secretary to Government 
                 ST&SC Development, M & BCW Department  
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SECTION: 2 
 
 
 

INFORMATION TO THE BIDDER 
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Eligibility Criteria: 
 

Before opening and evaluation of the technical proposals, each bidder will be assessed 
based on the following eligibility conditions to consider their proposal for further 
evaluation. The bidder is required to produce the copies of the required supportive 
documents / information as part of their technical proposal failing which the 
proposals will be rejected. The Agency shall bid as a sole bidder. Consortium or joint 
venture is not allowed to participate in the bidding process. 

 

Sl. 
No. 

Eligibility 
Criteria 

Supportive 
Documents 

 
 
 
1 

The Bidder must be a Company as registered 
under  
Indian Companies Act, 1956 / 2013 or a Society 
registered under The Societies Registration Act, 
1860 or a Trust registered under the Indian Trusts 
Act, 1882 or a Partnership Firm registered under 
the Indian Partnership Act, 1932 or a Limited 
Liability Partnership registered under The Limited 
Liability Partnership Act, 2008. 

Certificate of Incorporation / 
Registration 

 
2 

The bidder should have been in the business of 
professional manpower deployment services for 
more than 5 years from the date of 
incorporation 
on the last date of submission of the proposal. 

 
 
 

3 

Successfully carried out at least 3 professional 
manpower deployment contracts having 
contract value of more than Rs. 50.00 lakh per 
year under Central / State Govt. / Autonomous 
bodies operated under Govt. administrative 
control / reputed International and National 
Organisation during the last 3 financial years**. 
(on-going contracts will also be considered 
subjects to its inception during the specific 
period) 

Copies of Work Order / 
Contract Paper / Completion 
Certificate from the 
concerned authorities 

4 

The registered / branch office of the service 
provider must be located within the 
jurisdictional area of Odisha and the service 
provider  must have its own bank account in 
any scheduled bank situated in Odisha. 

Valid address proof of the 

office (copy of the 

Telephone/Electricity Bill/ 

Lease agreement of the 

rented premises) and copy 

of the bank pass book and 

transaction statement for 

the last 6 months from the 

date of issue of the RFP. 
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5 

 

The average annual financial turnover of the 
bidder must be Rs. 1.00 Cr (One Crore) during 
the last 3 financial years**as on date 31.03.2021 
(2018-19, 2019-20 & 2020-21) from the 
professional manpower deployment services 
only. 

Financial Details of the  
bidder along with    copies of 
the audited balance sheet 
and duly sealed and 
certified by the company 
auditor and the authorized 
representative 
of the bidder certifying that 
the firm had an average 
annual turnover more than 
Rs.1.00 Cr from the 
business of  professional 
manpower deployment 
services only during the 
three financial years(2018-
19, 2019-20, 2020-21)  
(TECH -3) 

 
 
 
 
 
6 

Bidder shall furnish an affirmative statement as 
to the existence of any potential conflict of 
interest on the part of the bidder due to prior, 
current or proposed agreements, engagements, 
or affiliations with the Client. 

Self-Declaration from the 
Bidder as per the format 
(TECH -5) 

 
7 

The bidder must not have been blacklisted by 

any Central / State Government or any other 

public sector undertaking or any authority during 

the recent past. 

 
 

An undertaking to this 

effect should be 

furnished by the bidder as 

per the prescribed format            

(TECH -6) 

8 
Other statutory documents to be 

furnished as part of technical bid: 

Copies of : 

• PAN 
• GSTIN 
• EPF & ESI Registration 

Number 

• IT Return for the last five 
assessment years of 
2018-19, 2019-20 and 
2020-21. 

 

 

NB: 
** FY : 2018-19 ,2019-20 and 2020-21. 
Outsourcing of Other Services contracts as defined at page 7 in the “Guideline 
for Engagement of Consultants and Outsourcing of Other Services” notified vide 
OM No. 37323/F, Dated: 30.11.2018 shall not be taken into consideration. 
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2. Documents to be submitted along with TECHNICAL PROPOSAL: 

 

The bidders have to furnish the following documents duly signed in along with their 
Technical Proposal: 

 
• Filled in Bid Submission Check List in Original (Annexure-I) 
• Covering letter (TECH – 1) on bidder’s letterhead requesting to participate in 

the bidding process. 
• Bid Processing Fee as  applicable 
• Bid Security Declaration Form (Annexure – V) (On bidder Letter Head) 
• Copy of Certificate of Incorporation/ Registration 
• Copy of PAN 

• Copy of Goods and Services Tax Identification Number (GSTIN) 
• Copies of EPF and ESI registration Certificate 
• Copies of IT Return for the last three assessment years (2018-19, 2019-20 and 

2020- 21). 

• General Details of the Bidder (TECH – 2) 
• Financial Details of the bidder (TECH – 3) along all supportive documents such as 

Balance Sheet and Income/Expenditure Statement duly certified and signed as per 
the instruction. 

• Power of Attorney (TECH – 4) in favour of the person signing the bid on behalf of 
the bidder. In case of partnership firm, please attach the resolution of the partners 
regarding nomination of authorized representative for submission of the bid. 

• Self-Declaration regarding Conflict of Interest (TECH -5) 
• Undertaking towards not have been blacklisted/ debarred from participating in 

any bid by H&FW Department or any other Government/ private organization 
during any of the last 03 years ending 31 st March 2021 and till the date of this bid 
submission (TECH-6) 

• Duly filled in Technical Proposal Forms TECH – 7 to TECH – 11 
 

 

 

 
NB: 

 
Bidders should submit the required supporting documents as mentioned above. Bids 
not conforming to the eligibility criteria and non-submission of required documents 
as listed above will lead to summary rejection of the bid. Submission of forged 
documents will also result in rejection of the bid. Bidders are advised to study all 
instructions, forms, terms & conditions and other information as mentioned in the 
RFP Document. The proposal must be complete in all respect, indexed and hard 
bound. Each page should be numbered and certified by the authorised representative 
of the bidder. Failure to comply with the RFP requirements and conditions will result 
in outright rejection of the bid. 
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3. Bid Processing Fee : 
 

The bidder must furnish as part of technical proposal, the required bid processing fee 
amounting to Rs. 5,000/- (Five Thousand Rupees Only) in shape of Demand Draft from 
any scheduled commercial bank in favour of “Under Secretary to Government ( DDO), 
ST & SC Dev.,M&BCW Department ”payable at Bhubaneswar. Proposals received 
without bid processing fee will be rejected. 

 
4. Bid Security Declaration: 

 
The bidder must furnish, as part of the technical proposal, with an “Bid Security 
Declaration" (As per the format given in Annexure - V) accepting that if the bidder 
withdraw or modify their bids during period of its validity, they will be suspended for 
three years. This is as per the OM No.8943/F, Dated: 18/03/2021 and OM No.281/F, 
Dated: 05/01/2022 issued by Finance Department, Government of Odisha. 
 

5. Validity of the Proposal: 
 

Proposals shall remain valid for a period of 120 (One Hundred Twenty Days) from the 
date of opening of the technical proposal. The Client reserves the rights to reject a 
proposal valid for a shorter period as non-responsive and will make the best efforts to 
finalize the selection process and award of the contract within the bid validity period. 
The bid validity period may be extended on mutual consent. 

 
6. Submission of Pre Proposal Queries: 

 
Bidders can submit their queries as per the prescribed format provided at (Annexure-
II) in respect to the RFP Document and other details if any, to ST & SC Dev.,M&BCW 
Department by e-mail at Email: ssdprematricbackup@gmail.com  Dt. 31.08.2022 up 
to 5:00PM. Clarifications to the above will be uploaded in the department website for 
information of the bidders latest by Dt. 05.09.2022. Queries submitted beyond the 
above deadline will not be entertained. Request for alteration/change in existing terms 
and conditions of the RFP will not be considered /entertained. 

 
7. Authorised Signatory: 

 
The authorized signatory of the bidder should be duly authorized by a Power of 
Attorney authorizing him/her to perform all tasks related to RFP submission, including 
but not limited to sign and submit the bid and to participate in the bidding process on 
behalf of the bidder. Also the person will act as nodal officer/contact person on behalf 
of the bidder during execution of contract period. The format for the Power of 
Attorney is given at TECH-4 of this RFP document. Each page of RFP should be initialled 
by the authorized signatory of the bidder. 
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8. Submission of Proposal: 
 

Bidder must submit their proposals by Registered Post / Speed Post only to the 
specified address on or before the last date and time for submission of proposals as 
mentioned in Bidder Data Sheet. The Client will not be responsible for postal delay / 
any consequence in receiving of the proposal. The proposal must have to be submitted 
in two parts. Each part should be separately bound with no loose sheets. Each page of 
the two parts should be page numbered and in conformation to the eligibility 
qualifications and clearly indicated using an index page. The Client will not consider 
any proposal that arrives after the deadline as prescribed in the Bidder Data Sheet. Any 
Proposal received after the deadline will be out-rightly rejected by the Client. 

 
 

The procedure for submission of the proposal is described below: 
 

i. Technical Proposal (Original + 1 Copy + Soft Copy in word format in CD / 
USB Drive): 

 

The envelope containing technical proposal shall be sealed and superscripted as 
“TECHNICAL PROPOSAL –“ Establishment of Scholarship Management Unit (SMU) 
and School And Hostel Monitoring Cell (SHMC) of the ST & SC Development, M & 
BCW Department”. The duly filled-in technical proposal submission forms, soft 
copy in Word format in CD / USB along with all the supportive documents and 
information have to be furnished as part of technical proposal as per the 
requirement. 

 
ii. Financial Proposal (Original + 1 Copy + Soft Copy in pdf form): 

 

The envelope containing financial proposal shall be sealed and superscripted as 
“FINANCIAL PROPOSAL –“Establishment of Scholarship Management Unit (SMU) 
and School and Hostel Monitoring Cell (SHMC) of the ST & SC Development, M & 
BCW Department”. The duly filled-in financial proposal submission forms should 
contain the detailed price offer for the proposed assignment and have to be 
furnished as per the prescribed format only along with soft copy in PDF form in CD 
/ USB Drive as part of financial proposal. 

 
Both the above envelopes have to be sealed and placed inside a third main 
envelope with proper labeling of following information in bold: 

 
NAME OF THE ASSIGNMENT: 
RFP NUMBER AND DATE: 
NAME OF THE BIDDER: 
ADDRESS OF THE BIDDER: 
DEADLINE FOR SUBMISSION OF BID: 

 
Any deviation from the prescribed procedures / information / formats / conditions 
shall result in out-right rejection of the proposal. All the pages of the proposal have to 
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be sealed and signed by the authorized representative of the bidder. Bids with any 
conditional offer shall be out rightly rejected. All pages of the proposal must have to 
be sealed and signed by the authorized representative of the bidder. Any conditional 
bids will be out-rightly rejected. 

 
9. Opening of the proposal: 

 
The FIRST ENVELOPE containing TECHNICAL PROPOSAL will be opened in the initial 
stage by the Client in presence of the bidder’s representatives at the location, date and 
time specified in the Bidder Data Sheet. The Client will constitute a Consultant 
Evaluation Committee (CEC) to evaluate the proposals submitted by bidders. Only one 
representative with proper authorization letter from the participating bidder will be 
allowed to attend the bid opening meeting. The SECOND ENVELOPE containing 
FINANCIAL PROPOSAL only of the technically qualified bidders will be opened after 
completion of technical evaluation stage. The date and time for opening of the 
financial proposal will be intimated accordingly to the technically qualified bidders 
well in advance. 

 
10. Evaluation of Proposal: 

A three stage process will be adopted as explained below for evaluation of the proposals: 
 

• Preliminary Evaluation (1st Stage): Preliminary evaluation of the proposals will be 
done to determine whether the proposal comply to the prescribed eligibility 
condition and the requisite documents / information have been properly furnished 
by the bidder or not. Submission of following documents / information will be 
verified: 

• Filled in Bid Submission Check List in Original (Annexure-I) 
• Covering letter (TECH – 1) on bidder’s letterhead requesting 

to participate in the bidding process. 
• Bid Processing Fee as applicable 
• Bid Security Declaration Form (Annexure - V) 
• Copy of Certificate of Incorporation/ Registration 
• Copy of PAN 
• Copy of Goods and Services Tax Identification Number (GSTIN) 
• Copy of EPF & ESI Registration Certificate 
• Copies of IT Return for the last three assessment years (AY 

2018-19, 2019-20 and 2020-21). 
• General Details of the Bidder (TECH – 2) 
• Financial Details of the bidder (TECH – 3) along with all the 

supportive documents as applicable duly signed and certified as 
per the instruction. 

• Power of Attorney (TECH – 4) in favour of the person signing 
the bid on behalf of the bidder. 

• List of completed assignments of similar nature (Past 
Experience Details, TECH – 7) along with copies of contracts / 
work orders from previous clients. 

• Self-Declaration on Conflict of Interest (TECH -5) 
• Undertaking for not having been black-listed by any Central / 
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State Government / Any other autonomous bodies/ 
International & National Organisation in the recent past. (TECH 
– 6) 

• Duly filled in Technical Proposal Forms TECH – 8 to TECH -11. 
• All the pages of the proposal and enclosures / attachments are 

signed by the authorised representative of the bidder 
 

Bid not complying any of the above requirement, will be out rightly rejected. 
 

• Technical Evaluation (2nd Stage): Technical proposal will be opened and evaluated 
for those bidders who qualify the preliminary evaluation stage. Technical 
evaluation of the proposals of the qualified bidders shall be made as per the 
following technical parameters: 

 
 

Sl. No. Bid Evaluation Parameters Maximum 
Mark 

1. Experience of the Bidder 
25 

1.1 Number of years in  business for professional  manpower 
supply 

 
• 5 to 8 years = 3 Mark 
• 8 to 10 years = 4 Mark 
• More than 10 years = 5Mark 

 
 

 
5 

1.2 Numbers of eligible professional manpower services 
deployment contracts (As per the condition : Sl. No. 3 / 
Eligibility Criteria) 

• 1 eligible contract = 3 Mark (Maximum 5 eligible 
contracts) 

 
 

 
15 

1.3 Financial Turnover from professional manpower 
deployment service 

 
• 1.00 Cr to 1.50 Cr INR = 3 Mark 

• 1.50 Cr to 2.00 Cr INR = 4 Mark 
• More than 2.00 Cr INR = 5 Mark 

 
 
 

5 

2 Understanding about the assignment and overall 
manpower deployment & management strategy (written 
proposal) 

 
25 

3 Professionals proposed by the Agency: 
CVs of the Professionals (Qualification & Experience) 

50 

 Grand Total 100 

 
* The bidder whose technical proposal secures a score above the minimum qualifying 

mark of 70 in the technical evaluation stage will be technically qualified for opening of 
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the financial proposal. 

 

• FINANCIAL EVALUATION (3rd Stage): The financial proposals of the technically 
qualified bidders only shall be opened at this stage in the presence of the bidder’s 
representative who wishes to attend the meeting with proper authorization letter. 
The name of the bidder along with the quoted financial price will be announced 
during the meeting. 

 
11. Evaluation Method: 

 
Least Cost Selection (LCS) method will be followed during the overall selection 
process. The Financial bid will be opened only for the technically qualified bidders. 
The bidder with the lowest evaluated financial bid (L1) among all the technically 
qualified bids will be considered as preferred bidder and consider for negotiation 
subject to fulfillment of the terms and conditions of the RFP Document. If the 
negotiation with the L1 bidder fails, then the Client may invite the L2 bidder to 
execute the assignment at L1 price. For the purpose of evaluation, the total evaluated 
cost shall be inclusive of GST for which the Client will make payment to the agency 
including service charges and other administrative expenses etc. 

 
12. Performance Security: 

 
Within 7 days of notifying the acceptance of proposal for the award of contract, the 
qualified bidder shall have to furnish a Performance Security in the form of 
Performance Bank Guarantee (PBG) / Fixed Deposit Receipt (FDR) amounting to 3% of 
the total contract value (Refer Finance Department OM No. 8952/F, Dated: 
18.03.2021) from a scheduled commercial bank situated in Bhubaneswar in favour of 
“Under Secretary to Government ( DDO), ST &SC Dev.,M&BCW Department ”, as per 
the format at Annexure-II, for a period of three months beyond the entire contract 
period (i.e. performance security must be valid from the date of effectiveness of the 
contract to a period of 3 months beyond the contract period) as its commitment to 
perform services under the contract. Failure to comply with the requirements shall 
constitute sufficient grounds for the forfeiture of the PBG. The PBG shall be released 
immediately after three months of expiry of contract provided there is no breach of 
contract on the part of the qualified bidder. No interest shall be paid on the PBG. 

 
13. Contract Negotiation: 

 
Contract Negotiation will be held at a date, time and address as intimated to the 
preferred bidder. The bidder will, as a pre-requisite for attendance at the negotiations, 
confirm availability of all the proposed staff for the assignment. Representative 
conducting negotiations on behalf of the bidder must have written authority to 
negotiate and conclude a contract. Negotiation will be performed covering technical 
and financial aspects, if any and availability of proposed professionals etc. 
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14. Award of Contract: 

 
After completion of the contract negotiation stage, the Client will notify the successful 
bidder in writing by issuing an offer letter for signing the contract and promptly notify 
all other bidders about the result of the selection process. The successful bidders will 
be asked to sign the contract after fulfilling all formalities within 15 days of issuance of 
the offer letter. After signing of the contract, no variation or modification of the terms 
of the contract shall be made except by written amendment signed by both the 
parties. The Contract would be valid for 1 ( o n e ) Year from the date of effectiveness 
of the Contract .Subject to satisfactory performance ,the contract may be renewed 
annually if both the parties agree to  . Sub-contracting is not allowed under this RFP. 

 
15. Conflict of Interest: 

 
Conflict of Interest exists in the event of: (i) conflicting assignments, typically 
monitoring and evaluation/environmental assessment of the same project by the 
eligible bidder; 
(ii) agencies or institutions (individuals or organisations) who have a business or 
family relation with the Client directly or indirectly; and (iii) practices prohibited under 
the anti- corruption policy of the Government of India and Government of Odisha. 
The bidders are to be careful so as not to give rise to a situation where there will be 
any conflict of interest with the Client as this would amount to their disqualification 
and breach of contract. 

 
16. Disclosure: 

a. Bidders have an obligation to disclose any actual or potential conflict of 
interest. Failure to do so may lead to disqualification of the bidder or 
termination of its contract. 

b. Bidders must disclose if they are or have been the subject of any proceedings 
(such as blacklisting) or other arrangements relating to bankruptcy, insolvency 
or the financial standing of the Bidder, including but not limited to 
appointment of any officer such as a receiver in relation to the Bidder’s 
personal or business matters or an arrangement with creditors, or of any other 
similar proceedings. 

c. Bidders must disclose if they have been convicted of, or are the subject of any 
proceedings relating to: 

 

• a criminal offence or other serious offence punishable under the law of 
the land, or where they have been found by any regulator or professional 
body to have committed professional misconduct; 

• corruption including the offer or receipt of an inducement of any kind in 
relation to obtaining any contract; 

• failure to fulfill any obligations in any jurisdiction relating to the 
payment of taxes or social security contributions. 
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17. Anti-corruption Measure: 

a. Any effort by Bidder(s) to influence the Client in the evaluation and ranking 
of financial proposals, and recommendation for award of contract, will 
result in the rejection of the proposal. 

b. A recommendation for award of Contract shall be rejected if it is 
determined that the recommended bidder has directly, or through an 
agent, engaged in corrupt, fraudulent, collusive, or coercive practices in 
competing for the contract in question. In such cases, the Client shall 
blacklist the bidder either indefinitely or for a stated period of time, 
disqualifying it from participating in any related bidding process for the said 
period. 

18. Language of Proposals: 

 
The proposal and all   related   correspondence   exchanged between the bidder and 
the Client shall be written in the English language. Supporting documents and printed 
literature that are part of the proposal may be in another language provided they are 
accompanied by an accurate translation of the relevant passages in English with self- 
certification for accuracy, in which case, for the purposes of interpretation of the 
Proposal, the translated version shall govern. 

 
19. Cost of bidding: 

 
The Bidder shall   bear   all   costs   associated with   the preparation and submission 
of its proposal. The Client shall not be responsible or liable for those costs, 
regardless of the conduct or outcome of the bidding process. Bidder/s are not allowed 
to submit more than one proposal under the selection process. Alternate bids are also 
not allowed. 

 
20. Legal Jurisdiction: 

 
 All legal disputes are subject to the jurisdiction of civil court of Bhubaneswar only. 

 
21. Governing Law and Penalty Clause: 

 
The schedule given for delivery is to be strictly adhered to in view of the strict time 
schedule. Any unjustified and unacceptable delay in delivery shall render the bidder 
liable for liquidated damages and thereafter the Client holds the option for 
cancellation of the contract for pending activities and completion of  the same 
through any other agency. The Client may deduct such sum from any money from their 
hands due or become due to bidder. The payment or deduction of such sums shall not 
relieve the bidder from his obligations and liabilities under the contract. 

 
If the agency fails to deploy manpower service within the original delivery period, 
unless such failure is due to force majeure situation or due to Client’s default, 
liquidated damage shall be imposed at an amount equivalent @1% of the value of 
the Contract of delayed portion per month or part thereof subject to maximum @10% 
of the total contract value. 
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The rights and obligations of the Client and the bidder under this contract will be 
governed by the prevailing laws of Government of India / Government of Odisha. 
Client at any time feels & ascertain that the agency is not in a position to deliver 
manpower service within the deployment period or taking no steps for deployment of 
manpower, it shall be open to the Client to terminate the contract and forfeit the 
Performance Bank Guarantee. 

 
22. Confidentiality: 

 
Information relating to evaluation of proposals and recommendations concerning 
awards shall not be disclosed to the bidders who submitted the proposals or to other 
persons not officially concerned with the process, until the publication of the award of 
contract. The undue use by any Agency of confidential information related to the 
process may result in rejection of its proposal and may be subject to the provisions of 
the Client’s antifraud and corruption policy. During the execution of the assignment 
except with prior written consent of the Client, the Agency or its personnel shall not at 
any time communicate to any person or entity any confidential information acquired 
in the course of the contract. 

 
23. Amendment of the RFP Document: 

 
At any time before submission of proposals, the Client may amend the RFP by issuing 
an addendum through ST & SC Development, M & BCW Department website. Any such 
addendum will be binding on all the bidders. To give bidders reasonable time in which 
to take an addendum into account in preparing their proposals, the Client may, at its 
discretion, extend the deadline for the submission of the proposals. 

 
24. Client’s right to accept any proposal, and to reject any or all proposal/s: 

 
The Client reserves the right to accept or reject any proposal, and to annul or amend 
the bidding / selection / evaluation process and reject all proposals at any time prior to 
award of contract award, without assigning any reason there of and thereby incurring 
any liability to the bidders. 

 
25. Copyright, Patents and Other Proprietary Rights: 

 
ST & SC Development, M & BCW Department, Government of Odisha shall be entitled 
to all intellectual property and other proprietary rights including but not limited to 
patents, copyrights and trademarks, with regard to documents and other materials 
which bear a direct relation to or are prepared or collected in consequence or in the 
course of the execution of this contract. At the Client’s request, the Agency shall take 
all necessary steps to submit them to the Client in compliance with the requirements 
of the contract. 
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26. Termination of Contract 

The contract can be terminated by the Client with written notice of 30 days. However, 
during the execution of contract, both the parties shall discharge their due obligations. 
The Client reserves the right to suspend any of the Services and/or terminate the 
Contract under the following circumstances: 

• If the performance of the agency is found to be non-satisfactory and falls 
below expectations of the Department; 

• If the engaged Agency resorts to unfair practices; 
• If the engaged Agency provides false information consciously; 
• If the engaged Agency fails to meet targets as agreed mutually. 
• Misconduct by the professional manpower provided by the Agency; 
• If the Client, in its sole discretion and for any reason whatsoever, decides to 

terminate the contract. 
• If the Agency becomes insolvent or bankrupt, go into liquidation etc. or does not 

abide to the code of conduct. 
• In the event of any direction issued by the Government of Odisha., Client shall 

have right to terminate the contract with proper notice. 
• If agency fails to perform any other obligation under the Contract to the 

satisfaction of the Client. 
 

27. Replacement of Key Personnel: 

 

The Professionals and Support Staff to be deployed under this contract must be 
dedicated in nature. No replacement of resources is allowed within the lock in period 
of 1 Year from the date of effectiveness of the contract. The Client will not normally 
consider substitutions during contract period unless both the parties agree that such 
substitutions unavoidable, and for reasons such as death or medical incapacity which is 
really beyond the control of bidder. The Client also reserves the right to request the 
Agency to replace the deployed key personnel if they are not performing to a level of 
satisfaction of the Client. After written notification, the Agency will provide CV of 
appropriate candidates within Fifteen (15) days for review and approval. The Agency 
must replace the personnel within Fifteen (15) working days from the date of approval 
of replacement. If one or more key personnel become unavailable / leave the 
project for any reason midway under the contract, the Agency must notify the Client at 
least fourteen (14) days in advance, and obtain the approval prior to making any 
substitution. In notifying the Client, the Agency shall provide an explanation of 
circumstances necessitating the proposed replacement and submit justification and 
qualification of replacement personnel in sufficient detail to permit evaluation of the 
impact on the engagement. Any proposed substitute shall have equivalent or better 
qualifications and experience than the original candidate and must be submitted to the 
Client within 15 days of departure of original professional. In case of substitution of 
key personnel, the Client reserves the right to examine / assess the new personnel 
proposed to be provided as replacement. Change in Key Resources within the lock in 
period will attract a penalty of 5% of the contract value for the first year. Frequent 
change / Replacement of Resources from the Agency’s side will leads to imposition of 
penalty by the Client as per the agreed terms and conditions of the contract 
subsequently termination of the contract. In case there is a gap in replacement of any 
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Key Professionals and Support Staff, exceeding 15 days, no remuneration will be 
provided for that period. 

 

28. Force Majeure: 

 

For purpose of this clause, ‘’Force Majeure’’ means an event beyond the control of the 
agency and not involving the agency’s fault or negligence and not foreseeable. Such 
events may include, but are not restricted, wars or revolutions, fires, floods, riots, civil 
commotion, earthquake, epidemics or other natural disasters and restriction imposed 
by the Government or other bodies, which are beyond the control of the agency, 
which prevents or delays the execution of the order by the agency If a force Majeure 
situation arises, the agency shall promptly notify Client in writing of such condition, the 
cause thereof and the change that is necessitated due to the condition. Until and 
unless otherwise directed by the Client in writing, the Agency shall continue to 
perform its obligations under the contract as far as is reasonably practical, and shall 
seek all reasonable alternative means for performance not prevented by the Force 
Majeure event. The Agency shall advise Client in writing, the beginning and the end of 
the above causes of delay, within seven days of the occurrence and cessation of the 
Force Majeure condition. In the event of a delay lasting for more than one month, if 
arising out of causes of Force Majeure, Client reserve the right to cancel the contract 
without any obligation to compensate the agency in any manner for what so ever 
reason. 

 
29. Settlement of Dispute: 

 

The Client and the Agency shall make every effort to resolve amicably, by direct 
informal negotiation, any disagreement or dispute arising between them under or 
arising from or in connection with the Contract within thirty (30) days from the 
commencement of such informal negotiation. All dispute resolution proceedings shall 
be held at Bhubaneswar, Odisha, and the language of such proceedings and that of all 
documents and communications between the parties shall be in English. Secretary to 
Government, ST & SC Development, M & BCW Department will be the final authority 
to resolve any dispute arising between Client and the Agency. 

 
30. Engagement of Resources by the Agency: 

 
The selected Agency shall propose the CVs for all position with detailed 
qualification, age, post qualification experience, area of specialization, 
positions/designations of proposed resources in line with the requirement in the 
Terms of Reference enclosed in Annexure-8 along with the technical proposal. The 
Client shall evaluate the CVs for deployment based on qualification, age, post 
qualification experience, area of specialization and if required by conducting personal 
interview. The name of the selected professionals/ Support Staff shall be intimated to 
the concerned agency. The remuneration of the deployed resources to be paid by the 
agency and the same shall be reimbursed by the Client on submission of supporting 
documentary evidence regarding the payment of salaries as well as statutory dues like 
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EPF, ESI and professional charges (if any) paid/deposited by the agency in respect of 
the deployed resources. In case the performance of a deployed resource is found 
unsatisfactory, more competent resources shall be provided for interview & selection 
within 15 days from the date of intimation the same to the Agency. 

31. Disqualification of Proposal: 

 

The proposal is liable to be disqualified in the following cases as listed below: 
 

• Proposal submitted without Bid Processing Fee as applicable 
• Proposal submitted without Bid Security Declaration 
• Proposal not submitted in accordance with the procedure and formats as 

prescribed in the RFP 
• During validity of the proposal, or its extended period, if any, the bidder 

increases his quoted prices 
• Proposal is received in incomplete form 
• Proposal is received after due date and time for submission of bid 
• Proposal is not accompanied by all the requisite documents / information 
• A commercial bid submitted with assumptions or conditions 
• Same CV proposed in different bids shall not be taken into consideration. 
• Bids with any conditional technical and financial offer 
• If the bidder provides any assumptions in the financial proposal or qualifies the 

commercial proposal with its own conditions, such proposals will be rejected even 
if the commercial value of such proposals is the lowest / best value 

• Proposal is not properly sealed or signed 
• Proposal is not conforming to the requirements of the scope of the work 
• Bidder tries to influence the proposal evaluation process by 

unlawful/corrupt/fraudulent means at any point of time during the bid process 
• If, any of the bid documents (including but not limited to the hard and 

soft/electronic copies of the same, presentations during evaluation, clarifications 
provided by the bidder), excluding the commercial bid, submitted by the bidder is 
found to contain any information on price, pricing policy, pricing mechanism or 
any information indicative of the commercial aspects of the bid; 

• Bidders or any person acting on its behalf indulges in corrupt and fraudulent 
practices 

• Any other condition / situation which holds the paramount interest of the Client 
during the overall selection process. 
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SECTION: 3 
 
 
 
 
 

 

TERMS OF REFERENCE 
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Introduction 
 
The Scheduled Tribe & Scheduled Caste Development and Minorities & Backward Classes 
Welfare Department is the nodal Department of the State Government for the welfare of 
the ST, SC, Minority and Backward Communities. As education is the strongest medium of 
empowerment and of reversing the disadvantaged position of these communities, one of 
the major thrust areas of Department’s activities has been the promotion of education 
among its target communities. The Department runs 1670 schools to provide primary, 
upper primary, secondary and senior secondary education to the children of SC and ST 
communities and more than 4.35 lakh students study in these schools. This apart, 
extending residential facility to tribal students for accessing education is another major 
focus of the Department and presently 5146 Hostels are functional in the State providing 
residential facility to over 4 lakh ST/SC students. The Department also provides Pre and 
Post Matric Scholarship to ST, SC, OBC & Minority students for pursuing different general 
and technical courses. The Department has also taken up many several developmental 
interventions for minorities including construction of hostels, assistance for creation of 
educational infrastructure and scholarships. 
 
 

 

Background & Purpose 
 

Scholarship is one of the important schemes of the ST & SC Development, M & BCW 
(SSD) Department aimed at incentivizing the parents of disadvantaged ST, SC, OBC & 
Minority communities for continuation of the education of their wards and thereby 
accelerating the educational attainment among these disadvantaged communities. Being 
the nodal department, SSD Department is implementing different Scholarship Schemes for 
ST, SC, OBC and Minority students. The scale of the Scholarship Programme is considerably 
high in the Department with about 20 lakh students being covered under different Pre & 
Post-matric scholarship schemes.  

The Department has set up Scholarship Management Unit to exclusively manage all 
aspects of Scholarship programme and act as a support unit under the administrative 
control of the SSD Department.  

Further, ensuring well-being and safety & security of the boarder students, 
especially girls, is one of the significant challenges in front of the Department. For the 
regular monitoring of these schools and hostels, ST&SC Development Department has 
constituted a School and Hostel Monitoring Cell within the Department staffed with 
contractual technical staffs. 
 
Scope of work for the SMU 

 

    The Scholarship Management Unit (SMU) has been envisaged as a continual support unit 
of professional contractual staffs both at the State and District levels for intensive and 
concerted support in the Scholarship Programme delivery in the state to make it effective, 
efficient and transparent. Further, as the Scholarship Programme is a continuous 
programme the objective of the Scholarship Management Unit is broadly to work hand in 
hand with the Administrative Section of the Department for smooth implementation of the 
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Scholarship Programme. Following are the major objectives of the Scholarship 
Management Unit: 

• To provide technical assistance on developing systems for robust planning, 
targeting and smooth implementation of the Scholarship programme in the State. 

• To facilitate smooth transition to the State Scholarship Portal and to ensure 
accuracy of the entire process. 

• To expand the ambit of centralized disbursement of scholarships, in phased 
manner, to include Pre-matric scholarship beneficiaries (other than those in class IX 
& X who are presently covered under centralized disbursement) to bring in further 
transparency and efficacy in the Scholarship Delivery system.   

• To have a Centralized Management Information & Monitoring System to track the 
progress on key performance indicators and suggest midcourse correction 
measures.  

• To put concerted thrust on allied facilitating interventions for wider and effective 
reach, widening of the technological base for direct benefit transfers and for other 
innovations for enhancing reach and impact of the Scholarship Programme. 

 
Set up for SMU at State Level  

 

•     Scholarship Management Unit will function as a support unit of professional 
contractual staffs both at the State and District levels. The unit will work under the 
supervision of the Department exclusively for the effective management of the 
Scholarship programme at the District and State level.   

•         At the State level, a team of 5 professional contractual staffs will work under 
the overall supervision of the Senior Administrative level officer assigned with the 
Scholarship programme in the Department. This dedicated unit will assist the 
Department with planning & budgeting, building a strong MIS, bringing in 
technological interventions, ensuring timely disbursements, monitoring progress & 
usage, grievance tracking and handling etc in relation to the Scholarships.  

•         Similarly, at the district level 2 contractual staffs will continue to be 
responsible, under the supervision of District Welfare Officer, for application 
collection, digitization of beneficiary list, supporting in application scrutiny and 
verification, liaison with educational institutions for ensuring timely compliance of 
scholarship activities, liaise with the State unit for timely disbursement of the 
scholarships & grievance redressal and any other work as assigned by the 
Supervisor.  

Following is the diagrammatic representation of the units at State and District level: 
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Structure o f   Scholarship Management Unit  (SMU) 
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NB: 

 
Based on the future requirement, the number of professionals, Programme 
Associate and Support Staff may increase. The selected service manpower provider 
must be willing to provide the required resource(s) as and when required on pro- 
rata basis. 

Roles and Responsibilities of Resources at SMU 

 
A.  Senior Technical Consultant 

 

• Develop the work plan for data collection, monitoring mechanisms, reporting system, etc. 
for timely disbursement of various scholarships. 

• Support in the development of guidelines and communication to be sent to districts 
officers and other stakeholders, such as, banks, etc. 

• Ensure that the timeline and the mandated scholarship disbursement process is followed. 

• Coordinate timely printing and distribution of scholarship application forms/ website 
updation for on-line application and keep a follow-up with districts to ensure that the 
application process is completed within the time frame. 

• Act as the nodal person to coordinate between the Central Ministries, State Departments 
and District teams for issues related to scholarship disbursement. 

• Provide technical assistance in designing and development of effective communication 
materials for awareness generation and publicity of the scholarship schemes. 

• Support effective qualitative reporting and need based production of reports, briefs, fact 
sheets, background papers and other documents related to the programme. 

• Ensure proper and timely redressal of scholarship related grievances. 

• Provide research assistance to the Secretary-cum-Commissioner and Directors of the 
department, as per needs of the programme. 

• Any other responsibility as assigned by the supervisor in line with the programme 
requirements. 

 
 

B.  Technical Assistant 
 

• Assist in the development/ modifications in scheme guidelines and preparation of 
communication to be sent to districts officers and other stakeholders, such as, banks, etc. 

• Coordinate with NIC and other related IT firms for effective management of the IT 
applications meant for Scholarship Programme – act as point person for communication 
with agencies for necessary modifications, report generation, inclusion of information, 
grievances etc. Support in the content generation for the program website. 

• Act as point person for grievance management relating to Scholarship programmes of the 
Department – compilation of grievances received, follow up with MIS team for status 
updation and communicating back to the complainant. Coordinate timely printing and 
distribution of scholarship application forms/ website updation for on-line application and 
keep a follow-up with districts to ensure that the application process is completed within 
the time frame. 
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• Provide support and coordinate with other team members in ensuring timely release of 
scholarships. 

• Support in coordination with HR Service provider, on behalf of Scholarship Management 
Unit, for ensuring regular and timely disposal of HR claims and other administrative issues. 

• Any other responsibility as assigned by the supervisor in line with the programme 
requirements. 

 
C. Programmer-cum-MIS Manager   

 
• Support in creation and regular updating of the beneficiary database across 30 districts in 

close coordination with the Department 
• Carry out orientation of the field team for database creation, regular updation and 

management of data-files 
• Carry out basic checks on account details received from districts through use of PFMS or 

other platforms and methodologies to ensure data quality and to remove incorrect/ 
erroneous data before processing for payment  

• Preparation of payment files based on the data received from districts as per the scheme 
guidelines 

• Ensure maintenance of databases and management information systems for efficient 
reporting and retrieval of information 

• Coordinate with technical team, treasury team to resolve system/ software related 
problems/issues 

• Regular monitoring and follow-up for ensuring quality and timeliness of data collection 
from the field office.  

• Preparation of details of error data/ failed transactions for sharing with districts; follow up 
on timely receipt of the corrected information.  

• Any other responsibility as assigned by the supervisor in line with the deliverables and 
programme requirements. 

 
D. Finance Executive   

 
• Support in preparation of sanction orders for scholarship disbursement 
• Support in bill preparation, writing of book of drawal, etc. for submission of scholarship 

bills to Treasury 
• Coordinating with the Directorate of Treasuries for ensuring timely submission of 

scholarship bills.   
• Supporting in preparation and submission of Utilization Certificates (UCs) to Central 

Ministries/ External Donor Agency   
• Support in procurement, vendor selection, negotiations, developing agreements, etc.  
• Ensure tracking of fund utilization as per the laid out financial plan 
• Ensuring processing of monthly fees and reimbursement of expenses to contractual staff of 

SMU 
• Any other responsibility as assigned by the supervisor in line with the deliverables and 

programme requirements. 
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Scope of work for the SMU 
 
 
 

The School and Hostel Monitoring Cell (SHMC) has been envisaged as a continual support unit of 

professional contractual staffs at the State  level for intensive and concerted support in effective 

Management and Monitoring of Department schools and hostels in the state. The SHMC has 

contributed towards its set objective in the SFC memorandum. Further, as the functioning of 

schools and hostels is a continuous programme the objectives of the School and Hostel Monitoring 

Cell ensure that schools and hostels are following the mandated guidelines and are functioning in a 

proper and efficient manner. Following are the specific objectives for extension of Schools and 

Hostels Monitoring Cell: 

• To ensure that cases of mismanagement of schools & hostels are further reduced, 

especially related to the food, nutrition, health, hygiene, security issues of boarders; 

• To reduce risk of morbidity and mortality in Schools & Hostels by early identification of 

warning signals 

• To reduce cases of abuses and harassment, especially of girls 

• To create pressure on the monitoring officials, schools and hostel functionaries to 

maintain minimum standards of services in the educational institutions  

• To strengthen the grievance redressal system for SSD school and hostels by providing 

effective and sensitive platform for students/ parents to report instances of abuse and 

harassment. 

• To provide technical assistance on developing systems for robust planning, targeting 

and smooth implementation of the Education programme in the State. 

• To have a Centralized database & Monitoring System to track the progress on key 

performance indicators and suggest midcourse correction measures.  

• To map and identify gaps in hostels and further prepare them for ISO 9001:2015 

certification. 

 
 
 
Set up for SHMC  at State Level  

Schools and Hostels Monitoring cell will steer the monitoring activities in the schools and 

hostels under the administration of the Department. Presently 6 contractual positions are filled in 

the Cell, namely, a Senior Consultant supported by, a Technical Assistant ,2 Data Analyst and 2 

Helpline Executives. Following is the diagrammatic representation of the unit functioning at State 

level: 
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Structure  of  School & Hostel Monitoring Cell (SHMC) 
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Roles and Responsibilities of Resources at SMU 
 

 
A.   Senior Consultant – Planning & Monitoring 

 
• Review & analyse reports submitted by the monitoring  officials based on 

the inspection plan & prescribed monitoring indicators developed by the 
Department and generate reports for taking decisions. 

• Collate information & generate report based on the visual evidences from 
schools & hostel for the wellbeing of boarders. 

• Ensure that the timeline and the mandated  reporting mechanism /process 
is followed by the monitoring officials  

• Edit the translated  verbatim Oriya transcripts of registered  queries 
/complaints submitted by the Helpline Executives prior to submitting to 
concerned authority 

• Scrutinize the complaints/queries  and categorise/sub categorise complaint 
and further assign the complaints to the concerned officers with an 
appropriate dead line 

• Support in the development of guidelines and communication to be sent to 
districts officers and other stakeholders for ensuring safety & security of 
boarders especially girls & reduction of mismanagement of schools & 
hostels. 

•  Act as the nodal person to coordinate between   the Department and 
District functionaries for addressing issues related to safety & security of 
boarders and other hostel management related issue. 

• Provide technical assistance in designing and development of effective 
communication materials on Legal Provisions/Child Rights /Code of conduct 
of staff & students for awareness generation and publicity especially 
amongst boarder girls. 

• Bringing urgent issues emerging from the district reports to the knowledge 
of the Reporting Authority. 

• Ensure proper & timely follow up & strengthening of grievance redressal 
system   

• Support effective qualitative reporting and need based production of 
reports, briefs, fact sheets, background papers and other documents related 
to effective management of school & hostels. 

• Any other responsibility as assigned by the supervisor in line with the 
deliverables and programme requirements. 

 
B. Data Analyst 

• Regular tracking of report flow from district officials of 1670 no. of schools 
and more than 4000 hostels under the SSD department. 

• Compilation of the data received from the district officials of prescribed 
monitoring indicators and analysing the same. 

• District wise report generation and comparative analysis of the monitoring 
indicators. 

• Regular reporting and presentation of the status to the state level officials. 
• Bringing urgent issues emerging from the district reports to the knowledge of 
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the Reporting Authority. 
• Any other work as and when assigned by the Reporting Authority 

 
C. Helpline Executive   

• The prime responsibility is to listen & record all incoming calls/enquiries as 
required and coordinate with the Technical Consultant in responding to 
complaints and queries. 

• Ensuring that confidential records of enquiries are kept and maintenance of 
the MIS on complaints redress status. 

• Translate the verbatim Oriya transcripts to English and enter it in the register 
and take it to the Technical Consultant   prior to submission to concerned 
authority for immediate follow up actions. 

• Provide a complaint number against every complaint received. 
• Ensure digitization of all complaints by the data analyst for enabling to take 

appropriate action. 
• Provide feedback on redressal of complaints - list Action Taken Reports 

(ATRs) and segregate data for system upload. 
• Carry out any other duties as requested in relation to the effective 

development of the helpline services.  
• Any other responsibility as assigned by the supervisor in line with the 

deliverables and programme requirements. 
 

 
 

Mode of Selection of Manpower for SMU & SHMC 
 

The above manpower shall be engaged on outsourced basis by a Professional 
Manpower Service Provider Agency of national repute through open bidding process 
to provide qualified and experienced manpower for functioning of the SMU & SHMC 
at the State level under ST & SC Dev., M & BCW Department. The details of the 
proposed professionals and support staff to be deployed under SMU & SHMC are 
provided at Annexure – IV. 

 

Duration of SMU & SHMC 
 

 The SMU & SHMC   will be operational for a period of four (4) years till 2025-26 
subject to annual renewal based on the performance review of the unit by the 
competent authority. Based on requirement of the Government, this may be 
extended further.  
 
Establishment of SMU & SHMC 

 
The SMU & SHMC shall work under the ST & SC Development, M & BCW Department.  

 
The SMU & SHMC will be provided with office space, furniture, equipment and 
stationeries by the ST & SC Development, M & BCW Department.  
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Reporting Requirements and Payment Term 

The SMU & SHMC shall submit a Work Plan as required and work according to 
deliverables and timelines. It shall submit Quarterly and Yearly Progress Report within 
the prescribed time frame. The payment to the Agency will be made on monthly basis 
on submission of the invoice by the Agency and subject to adherence to deliverables 
and timelines & approval of the same by the competent authority. 

 
The payments shall be made directly to the bank account of the agency. No cash 
payment is allowed. The agency will be responsible for payment of the remuneration 
of the deployed resources to their bank account by 7th of succeeding month. TDS 
under IT Act and any other Act as applicable & statutory deductions as per Govt. norm 
shall be deducted from the bills. All bills are to be submitted as per GST Act & Rules as 
applicable. 

 
Responsibilities of the Manpower Agency: 

 
The Agency will be responsible for deployment of qualified manpower. The 
manpower will be deployed as agreed to in the Terms of Reference. This dedicated 
team of professionals / Support Staff would be engaged by the Agency for carrying 
out the assignment. The manpower deployed by the Agency will be dedicated full 
time for this service and shall be retained with that exclusive requirement. To ensure 
quality, the Agency shall support in developing different modalities, policies and 
guidelines for managing the manpower deployed for the purpose. The selected 
Agency will provide services through deployment of suitable manpower, having result 
orientation with potential to lead a thematic unit and ability to extend quality support 
to State and Districts level. Periodic monitoring and evaluation exercises will be 
conducted to assess the progress of Schemes / Projects. The Agency will develop 
comprehensive systems to assess the maturity of the output throughout the project 
duration on various parameters such as institutional strength, financial strength, and 
governance. 

 
The Agency shall be responsible for any physical damage to equipment, property and 
third party liabilities caused by acts on part of its deployed resources at the premises 
of Client. All equipment shall be used only for the purpose of carrying out legitimate 
business of Client and shall not be put in any other use. The manpower deployed by 
the Agency shall maintain office decorum. They shall be courteous, polite and 
cooperative and able to help the personnel of Client and resolve their problems. The 
Agency shall verify the character antecedents before providing CVs of professionals 
and deploying any person at Client’s premises. Personnel deployed by the Agency will 
have no criminal antecedents; same will be verified and certified by the Agency. The 
manpower deployed will be entitled to avail Gazetted holidays of the Government of 
Odisha and 12 (twelve) days of leave on annual basis, which can be availed to the 
extent of monthly accrual & accumulation basis. Any other leave will be treated as un-
paid and in case of absence from the duty, the payable remuneration will be 
appropriated accordingly. 
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SECTION: 4 
 
 
 

TECHNICAL PROPOSAL SUBMISSION FORMS 
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TECH -1 
 

COVERING LETTER 
 

(ON BIDDERS LETTER HEAD) 
 

[Location, Date] 
 

To 
The Special Secretary to Government  
ST & SC Dev.,M& BCW Department, Government of Odisha, 
   Lokaseva Bhavan,  
Bhubaneswar – 751001 

Subject: Establishment of Scholarship Management Unit (SMU) and School and Hostel 
Monitoring Cell (SHMC) of the ST&SC Development, M & BCW Department 
[TECHNICAL PROPOSAL] 

 

Dear Sir, 
 

I, the undersigned, offer to provide the services for the proposed assignment in respect to 
your Request for Proposal No. , Dated: . I hereby 
submitting the proposal which includes this technical proposal sealed under a separate 
envelope. Our proposal will be valid for acceptance up to 120 Daysand I confirm that this 
proposal will remain binding upon us and may be accepted by you at any time before this 
expiry date. 

 

All the information and statements made in this technical proposal are true and correct and I 
accept that any misinterpretation contained in it may lead to disqualification of our proposal. 
If negotiations are held during the period of validity of the proposal, I undertake to 
negotiate on the basis of the proposal submitted by us. Our proposal is binding upon us and 
subject to the outcomes of the contract negotiations. 

 

I have examined all the information as provided in your Request for Proposal (RFP) and offer 
to undertake the service described in accordance with the conditions and requirements of the 
selection process. I agree to bear all costs incurred by us in connection with the preparation 
and submission of this proposal and to bear any further pre- contract costs. In case, any 
provisions of this RFP/ ToR including of our technical & financial proposal is found to be 
deviated, then your department shall have rights to reject our proposal. I confirm that, I 
have the authority to submit the proposal and to clarify any details on its behalf. 

 

I understand you are not bound to accept any proposal you receive. I remain, 

Yours faithfully, 

Authorized Signatory with Date and 
Seal: Name and Designation:        
Address of Bidder:      
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TECH - 2 
 

General Details of the Bidder 
 

Sl. 
No. 

 

Description 

 

Full Details 

1 Name of the Bidder  

2 Address for communication: 

Tel : Fax: 

Email: 

 

3 Name of the authorized person 
signing & submitting the bid on 
behalf of the Bidder: 

 

Mobile No. : 
Email id : 

 

(Attach power of Attorney as per 
prescribed format) 

 
 
 

(Attach power of Attorney as per prescribed 
format) 

4 Registration / Incorporation 
Details 

Registration No: 

Date & Year. : 

 

5 Local office in Odisha 
 

If Yes, Please furnish contact 
details 

Yes / No 

6 Bid Processing Fee Details 
 

Amount : 
 

DD No. : 
 

Date: 
 
Name of the Bank: 

 

7 Submission of Declaration 
regarding Bid Security 

Yes / No 

8  

PAN Number 
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9 
Goods and Services Tax 
Identification Number (GSTIN) 

 

10 EPF & ESI Registration Details 
 

11 
Willing to carry out assignments as 
per the Terms of Reference of RFP 

YES 

12 
Willing to accept all the terms and 
conditions as specified in the RFP 

YES 

 

 

 

Authorized Signatory [In full and initials]: 
 

 

Name and Designation with Date and Seal:    
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TECH -3 
 

(Financial Details of the Bidder) 
 

Financial Information in INR 

Details FY 
 

2018-19 

FY 
 
   2019 -20 

FY 
 

2020-21 

Average 

Turnover from Professional 
Manpower Deployment 
Services (In Cr.) 

    

Supporting Documents: 
 

Audited certified financial statements for the last three FYs ( 2018-19, 2019-20 and 
2020-21) (Submission of copies of relevant document for the respective financial 
years is mandatory along with this for) 

 

Filled in information in this format must have to be jointly certified and sealed by 
the company auditor and the authorized representative of the bidder and to be 
furnished in original along with the technical proposal failing which the proposal 
will be out rightly rejected. No scanned copy will be entertained. 

Signature and Seal of the Auditor with Date and Seal (In original) 

Name of the Audit Firm: 

Unique Document Identification Number (UDIN): 

ICAI Membership No: 

Address with Contact Details: 
 

Authorized Signatory [Date and Seal]:    
 

Address of the Bidder:    
 

[NB: No Scanned Signature will be entertained] 
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TECH - 4 
 

FORMAT FOR POWER OF ATTORNEY 
 

(To be submitted in original on Bidder’s Letter Head) 

Dated:    
 

POWER OF ATTORNEY 
 

I, , the <Designation>of <Name 
of   the Organisation>in witness whereof certify that <Name of    person>isauthorized 
to execute the attorney on behalf of <Name of Organisation>, <Designation of the 
person>of the organisation acting for and on behalf of the organisation under the authority 
conferred by the < Notification / Authority order no.>Dated <date of reference>has 
signed this Power of attorney at <place> on this day of <day><month>, <year>. 

 

The signatures of <Name of person>in whose favour authority is being made under the 
attorney given below are hereby certified. 

 
 
 
 
 

Name of the Authorized Representative: 
 
 

 

(Signature of the Authorized Representative with Date) 

ACCEPTED: 

Signature, Name & Designation of person executing attorney: 
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TECH – 5 
 

INFORMATION REGARDING ANY CONFLICTING ACTIVITIES AND DECLARATION THEREOF 
 

(To be submitted on Bidder’s Letter Head) 
 
 
 
 
 

Are there any activities carried out by your agency which are of conflicting nature as 
mentioned in Section 2: [Information to the Bidder]under Eligibility Criteria: Para (6). If 
yes, please furnish details of any such activities. 

 

If no, please certify, 
 

I, hereby declare that our agency as Individual / as a member of any consortium is not 
indulged in any such activities which can be termed as the conflicting activities as 
mentioned in Section 2: [Information to the Bidder]under Eligibility Criteria: Para (5). 

 

I, also acknowledge that in case of misrepresentation of any of the information, our 
proposal / contract shall be rejected / terminated by the Client which shall be binding on us. 

 
 
 
 
 
 
 

Authorized Signatory [with Date and Seal]:    
 

Communication Address of the Bidder:    
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TECH - 6 
 
 

 

Undertaking regarding not Banned / Blacklisted 
 

(To be submitted on Bidder’s Letter Head) 
 
 
 
 
 

In response to the RFP No. , Dated:    
 

Name of the Assignment:    
 

I/We hereby declare and solemnly swear that our Company / firm is not been banned / 
blacklisted as on date by any competent court of Law, forum or any State Government or 
Central Government or their agencies or by any statutory entities or any PSUs. 

 

AND, if at any stage the declaration/statement on oath is found to be false in part or 
otherwise, then without prejudice to any other action that may be taken, I/We, hereby 
agree to be treated as a disqualified Bidder for the on-going tender process. In addition to 
the disqualification the proposal, our concern/entity may be banned / blacklisted. 

 

AND, that I/We shall have no right whatsoever, to claim for consideration of our bid at any 
stage and the RFP, if any to the extent accepted may be cancelled. 

 
 
 
 
 
 
 
 
 
 
 
 

Authorized Signatory :    
 

Name and Designation with Date and Seal:    
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TECH - 7 
 

Bidder’s Past Experience 
 
 

 

(Lists of Professional Manpower Deployment Services Contracts during the last 3 FYs) 
 

Sl. 
No. 

Assignment 
Details 

Name 
of the 
Client 

Details of 
Professionals 
/ Support 
Staff 
deployed by 
the Bidder 

Contract 
Value in 
INR 

Date of Award / 
Commencement 
of assignment 

Date of 
Completion 
of 
assignment 

Remarks 
if any 

1        

2        

3        

4        

5        

 
 
 
 
 

Authorized Signatory [In full and initials]: 
 

 

Name and Title of Signatory with date and seal 
 
 
 
 
 

NB: Bidders are requested to furnish the information up to maximum of 5 similar 
assignments only. Completed / Ongoing projects having contract value ≥ Rs. 50.00 Lakh 
per year during the last 3 FYs (18-19 ,19-20 and 20-21) will be taken into consideration for 
evaluation. Copies of Work Order / Contract Document for the respective assignments 
from the previous Client’s need to be furnished along with the technical proposal. 



Establishment of Scholarship Management Unit (SMU) and Schools & Hostel Monitoring Cell (SHMC) at State Level under ST & SC Development, M & BCW 
Department 

REQUEST FOR PROPOSAL Page 43  

 

TECH - 8 
 

Comments and Suggestions of the Agency on the Terms of Reference / Scope of Work and 
Counterpart Staff and Facilities to be provided by the Client 

 

A: On the Terms of Reference / Scope of Work: 
 

[The Agency needs to present and justify in this section, if any modifications to the Terms of 
Reference he is proposing to improve performance in carrying out the assignment Such 
suggestions should be concise and to the point, and incorporated in the technical proposal. 
Modification / suggestion will not be taken into consideration without adequate 
justification. Any change in manpower resources will not be taken into consideration] 

 
 
 

B: On Input and Facilities to be provide by the Client: 
 

[Comment here on inputs and facilities to be provided by the Client with respect to the Scope 
of Work and Study Implementation] 

 

Authorized Signatory [In full and initials]: 
 

 

Name and Designation with Date and Seal:    
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TECH - 9 
 

DESCRIPTION OF APPROACH, METHODOLOGY AND WORKPLAN TO UNDERTAKE THE 
ASSIGNMENT 

 
 
 
 
 

[Technical approach, methodology and work plan are key components of the technical 
proposal. In this Section, bidder should explain his understanding of the scope and 
objectives of the assignment, approach to the services, methodology for carrying out the 
assignment.] 

 

A. Understanding of Scope and the Objectives of the Assignment 
 

B. Methodology including proposed management plan: 
 

C. Staff Deployment Strategy and Provisions to secure and retain proposed 
Resources: 

 

Authorized Signatory [In full and initials]: 
 

 

Name and Designation with Date and Seal:    
 

 

 

NB: Bidders are requested to furnish the above information limiting it up to 3 pages 
only with Arial Font Size-10. 
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TECH - 10 
 

Format of Curriculum Vitae (CV) for Proposed Key Professional 
 

[For each position of key professional separate form Tech -11 will be prepared] 
 

1. Proposed Position: 
2. Name of Agency: 
3. Name of Staff: 
4. Date of Birth: 
5. Nationality: 
6. Education: 

 

[Indicate college/university and other specialized education of staff member, giving 
names of institutions, degrees obtained, and dates of obtainment] 

 

7. Membership in Professional Associations: 
8. Other Trainings: 

9. Countries of Work Experience: 
10. Languages: 

 

[For each language indicate proficiency: excellent, good, fair, or poor; in speaking, 
reading, and writing] 

 

11. Employment Record: 
 

[Starting with present position, list in reverse order every employment held by staff 
member since graduation, giving for each employment (see format here below): dates of 
employment, name of employing organization, positions held. For experience in last ten 
years, also give types of activities performed and Client references, where appropriate as per 
the prescribed format given below] 

 

From [Year] To [Year] 

Employer Name:  

Position Held:  

Details of the Task 
Assigned 

 

[List all tasks to be 
performed under this 
Assignment/job] 

 



Establishment of Scholarship Management Unit (SMU) and Schools & Hostel Monitoring Cell (SHMC) at State Level under ST & SC Development, M & BCW 
Department 

REQUEST FOR PROPOSAL Page 46  

12. Work Undertaken that Best Illustrates Capability to Handle the Tasks Assigned 
 

[Among the Assignment/jobs in which the staff has been involved, indicate the following 
information for those Assignment/jobs that best illustrate staff capability to handle the 
tasks listed under point 12.] 

 

Name of the Project  

Year  

Location  

Name of the Client  

Project Feature  

Position Held  

Activities Performed  

 

Certification: 
 

I, the undersigned, certify that to the best of my knowledge and belief that this CV correctly 
describes my qualifications and past experiences. I will undertake this assignment for the full 
project duration in terms of roles and responsibilities assigned in the technical proposal or 
any agreed extension of activities thereof. I understand that any misstatement herein leads 
to disqualification of CV. I declared that my CV has not been proposed by any other bidder 
under the current bidding process. 

 

Date: 
 

Signature of Key Professional / Support Staff with Date: 
 
 

 

Authorized Signatory [In full and initials]:    
 

Name and Designation with Date and Seal:    
 

NB: CV write-up restricted to maximum of 3 pages only with quality information relevant 
to the proposed resources 
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TECH - 11 
 

Team Composition and Task Assignment 
 
 
 
 

 

Sl. 
No. 

Name of Professional / 
Support Staff 

Position Assigned Task assigned 

1    

2    

3    

4    

5    

 

(Please provide the details of all the Key Professionals and Support Staff to be deployed 
for the proposed assignment as per the format). 

 
 
 
 
 
 
 
 

Authorized Signatory [In full and initials]:    
 

Name and Designation with Date and Seal:    
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SECTION: 5 
 
 
 

 
FINANCIAL PROPOSAL SUBMISSION FORMS 
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FIN-1 
 

COVERING LETTER 
 

(In Bidders Letter Head) 
 

[Location, Date] 
 

To 

The Special Secretary to Government  
ST & SC Dev.,M& BCW Department, Government of Odisha, 
Lokaseva Bhavan,  
Bhubaneswar – 751001 

 

Subject: Establishment of Scholarship Management Unit (SMU) and School and Hostel 
Monitoring Cell (SHMC) of the ST&SC Development, M & BCW Department 
[FINANCIAL PROPOSAL] 

 

Sir 
 

I, the undersigned, offer to provide the consulting services for [Insert title of assignment] in 
accordance with your Request for Proposal No. , Dated: . 
Our attached Financial Proposal is for the sum of [Insert amount(s) in words and figures*]. 
This amount is inclusive of GST as applicable. I do hereby undertake that, in the event of 
acceptance of our bid, the services shall be provided in respect to the terms and conditions 
as stipulated in the RFP document. 

 

Our financial proposal shall be binding upon us subject to the modifications resulting from 
contract negotiations, up to expiration of the validity period of the proposal of 120 days. I 
have carefully read and understood the terms and conditions of the RFP and do hereby 
undertake to provide the service accordingly. 

 

I understand that you are not bound to accept any proposal you receive. 

I remain, 

Yours faithfully, 
 

Authorized Signatory [In full and initials]: 
 

Name and Designation of Signatory with Date and Seal: 

Address of the Bidder: 

 
 

*Amount must match with the one indicated in FIN-2 
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FIN-2 

SUMMARY OF FINANCIAL PROPOSAL 
 

Sl. 
No 
. 

Name of the 
Position 

Requirement 
(In number) 

Remuneration 

per month 

per person 

Total 

Remuneration 

per month 

Total 

Remuneration 

per Year 

          State level SMU 

1 Senior  Technical 
Consultant 1 95,000.00 95,000.00 11,40,000.00 

2 Technical 
Assistant 

1 55,000.00 55,000.00 6,60,000.00 

3 Programmer-
cum-MIS 
Manager 

2 30,000.00 60,000.00 7,20,000.00 

4 Finance Executive 
1 20,000.00 20,000.00 2,40,000.00 

         State level SHMC 

5 Senior  
Consultant - 
Planning & 
Monitoring 

1 95,000.00 95,000.00 11,40,000.00 

6 Data Analyst   
2 30,000.00 60,000.00 7,20,000.00 

7 Helpline 
Executive 

2 20,000.00 40,000.00 4,80,000.00 

A. TOTAL 10 
 

4,25,000.00 51,00,000.00 

B. SERVICE CHARGE 
(Percentage on total remuneration to  
be quoted) 

@ % ---------- ------------ 

C. A+B in INR   

D. GST in INR @18% of C ---------- ------------ 

E. GRAND TOTAL IN INR (C + D)   

• Bidders shall submit the financial proposal as per the prescribed format. Any 
conditional offer will be out rightly rejected by the Client. The proposal needs to be 
signed by the authorized representative of the bidder. In the event of any difference 
between figures and words, the amount indicated in words shall prevail. 

• Taxes will be paid by the Client as per the applicable rate under GST from time to 
time. 

• Offered Price shall remain firm and fixed till completion of the contract 

• The bidding parameter is the “service charges” which should be in percentage 
quoted on total remuneration of the resources per month. Bidder with lowest 
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evaluated competitive service charges will be the preferred bidder. 

• Bids with “Nil” or very “abnormally low quote service charges” will be treated as 
“Non-responsive and will be rejected during the financial evaluation stage 

• Any conditional bid will be rejected. 
 

Authorized Signatory [In full and initials]:   
 

Name and Designation with Date & Seal:   
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SECTION - 6 
 
 

ANNEXURE 
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Annexure – I 
 

BID SUBMISSION CHECK LIST 
 

Sl. 
No 

Description Submitted 
(Yes/No) 

Page No. 

TECHNICAL PROPOSAL (ORIGINAL +1 COPY+ SOFT COPY IN WORD Form in CD / USB Drive) 

1 Filled in Bid Submission Check List (ANNEXURE-I)   

2 Covering Letter (TECH -1)   

3 Bid Processing Fee of Rs. 5000/- in form of DD   

4 Bid Security Declaration Form (Annexure – V)   

5 Copy of Certificate of Incorporation / Registration 
of the Bidder 

  

6 Copy of PAN   

7 Copy of Goods and Services Tax Identification 
Number (GSTIN) 

  

8 Copies of IT Returns for the last 3 Assessment 
Years (2018-19, 2019-20 and 2020-21) 

  

9 General Details of the Bidder (TECH - 2)   

10 Financial details of the bidder (TECH - 3) along 
with all the supportive documents 

  

11 Power of Attorney (TECH - 4)  in favour of the 
person signing the bid on behalf of the bidder. 

  

12 Self-Declaration on Potential Conflict of Interest 
(TECH - 5) 

  

13 Undertaking for not have been black-listed by any 
entity (TECH – 6) 

  

14 Bidder Organisation (TECH - 6)   

15 Bidder’s Past Experience (TECH - 7)   

16 Duly filled in other Technical Proposal Submission 
Forms (TECH – 8 to TECH – 11) 

  

FINANCIAL PROPOSAL (ORIGINAL + 1 COPY + SOFT COPY IN PDF CD / USB Drive) 

1 Covering Letter (FIN-1)   

2 Summary of Financial Proposal (FIN-2)   

 

Undertaking: 
 

• All the information has been submitted as per the prescribed format and procedure. 
• Each part has been separately bound with no loose sheets and each page of all the 

two parts are page numbered along with Index Page. 
• All pages of the proposal have been sealed and signed by the authorized 

representative. 
 

Authorized Signatory [In full and initials]:   
 

Name and Designation with Date and Seal:    
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Annexure – II 
 

FORMAT FOR SUBMISSION OF PRE-PROPOSAL QUERY 
 
 

 

The bidders will have to ensure that their queries in soft copy should reach to ST & SC 
Dev.,M& BCW Department through Email:  ssdprematricbackup@gmail.com latest by Dt. 
31.08.2022   as per the prescribed format mentioned below: 

 
 

 
Sl. 
No. 

Page Number / 
Section of RFP 
Document 

Current Provision of 
the RFP 

Clarification/s 
requested by 
Bidder 

1.    

2.    

3.    

4.    

5.    

6.    

 
 

 

Authorized Signatory [In full and initials]:   
 

Name and Designation with Date and Seal:    
 

 

 

 

 

[Any deviation to the above prescribed format will not be taken into consideration for 
clarification. The Client shall not responsible for ensuring that the bidders’ queries have 
been received by them. Any requests for clarifications post submission date and time as 
per the Bidder Data Sheet of the RFP, shall not be entertained by the Client. The purpose of 
pre proposal clarification is to provide the bidders with information regarding the RFP 
terms and conditions, selection process and terms of reference for the assignment. The 
Client will endeavour to provide timely response to the queries by uploading the same in its 
website.] 

mailto:slmuombadc@gmail.com
mailto:slmuombadc@gmail.com
mailto:slmuombadc@gmail.com
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Annexure – III 
 

PERFORMANCE BANK GUARANTEE FORMAT 
 

To, 
 

The DDO cum Under Secretary to Government , 
ST &SC Dev., M & BCW Department, 
 Government of Odisha 

 
 
 

WHEREAS ........................................................................ (Name and address of 
 

the Agency) (hereinafter called “the Agency”) has undertaken, in pursuance of RFP 
No……………… Dated ………….... to undertake the service of …………………… 
(description of services) (herein after called “the contract”). 

 

AND WHEREAS it has been stipulated by (Name of the 
Client) in the said contract that the Agency shall furnish you with a bank guarantee 
by a scheduled commercial bank recognized by you for the sum specified therein as 
security for compliance with its obligations in accordance with the contract; 

 

AND WHEREAS we have agreed to give the supplier such a bank guarantee; 
 

NOW THEREFORE we hereby affirm that we are guarantors and responsible to you, 
on behalf of the Agency, up to a total of …………………… …………………………………………. 
(amount of the guarantee in words and figures), and we undertake to pay you, 
upon your first written demand declaring the Agency to be in default under the 
contract and without cavil or argument, any sum or sums within the limits of 
(amount of guarantee) as aforesaid, without your needing to prove or to show 
grounds or reasons for your demand or the sum specified therein. 

 

We hereby waive the necessity of your demanding the said debt from the Agency 
before presenting us with the demand. 

 

We further agree that no change or addition to or other modification of the terms 
of the contract to be performed there under or of any of the contract documents 
which may be made between you and the Agency shall in any way release us from 
any liability under this guarantee and we hereby waive notice of any such change, 
addition or modification. 
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This performance bank guarantee shall be valid until the ….. day of ………, 2023 
 
 

Our branch at Bhubaneswar (Name & Address of the Bank) is liable to pay the 

guaranteed amount depending on the filing of claim and any part thereof under this 

Bank Guarantee only and only if you serve upon us at our Bhubaneswar branch a 

written claim or demand and received by us at our .Bhubaneswar branch on or 

before Dt ....................otherwise bank shall be discharged of all liabilities under this 

guarantee thereafter. 

 
……………………………. 

(Signature of the authorized officer of the Bank) 

…………………………………………………………. 

Name and designation of the officer 

Seal, name & address of the Bank & Branch 
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Annexure-IV 
 

Terms of Reference for Proposed Positions at SMU at State Level  

 
Sl. 
No. 

Position No. of 
Requirement 

Desired Qualification Desired 
Experience 

Remuneration 
 

Job Description 

 
 
 
 
 
 
 
 
 
 
 
 

1 

 
 
 
 
 
 
 
 
 
 
 
 

Senior  Technical 
Consultant 

 
 
 
 
 
 
 
 
 
 
 
 

1 

Masters Degree or 
equivalent in 
Social Sciences / 
Social Work /  
Rural 
Management. 

8-10yrs Rs.95,000/- 

• Develop the work plan for data collection, monitoring mechanisms, 
reporting system, etc. for timely disbursement of various scholarships. 

• Support in the development of guidelines and communication to be sent 
to districts officers and other stakeholders, such as, banks, etc. 

• Ensure that the timeline and the mandated scholarship disbursement 
process is followed. 

• Coordinate timely printing and distribution of scholarship application 
forms/ website updation for on-line application and keep a follow-up 
with districts to ensure that the application process is completed within 
the time frame. 

• Act as the nodal person to coordinate between the Central Ministries, 
State Departments and District teams for issues related to scholarship 
disbursement. 

• Provide technical assistance in designing and development of effective 
communication materials for awareness generation and publicity of the 
scholarship schemes. 

• Support effective qualitative reporting and need based production of 
reports, briefs, fact sheets, background papers and other documents 
related to the programme. 

• Ensure proper and timely redressal of scholarship related grievances. 

• Provide research assistance to the Secretary-cum-Commissioner and 
Directors of the department, as per needs of the programme. 

• Any other responsibility as assigned by the supervisor in line with the 
programme requirements. 
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2 
Technical 
Assistant 1 

Masters Degree or 
equivalent / MBA / 

MCA / B. Tech. 
3-5yrs Rs. 55,000/- 

 

• Assist in the development/ modifications in scheme guidelines and 

preparation of communication to be sent to districts officers and other 

stakeholders, such as, banks, etc. 

• Coordinate with NIC and other related IT firms for effective management 

of the IT applications meant for Scholarship Programme – act as point 

person for communication with agencies for necessary modifications, 

report generation, inclusion of information, grievances etc. Support in the 

content generation for the program website. 

• Act as point person for grievance management relating to Scholarship 

programmes of the Department – compilation of grievances received, 

follow up with MIS team for status updation and communicating back to 

the complainant. Coordinate timely printing and distribution of 

scholarship application forms/ website updation for on-line application 

and keep a follow-up with districts to ensure that the application process 

is completed within the time frame. 

• Provide support and coordinate with other team members in ensuring 

timely release of scholarships. 

• Support in coordination with HR Service provider, on behalf of 

Scholarship Management Unit, for ensuring regular and timely disposal of 

HR claims and other administrative issues. 

• Any other responsibility as assigned by the supervisor in line with the 

programme requirements. 
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3 

 

Programmer 
cum- MIS 
Manager 

 

 
2 

Graduate with 
Diploma in 
Computer 

Applications 
3-5 yrs 

Rs. 30,000/- 
 

• Support in creation and regular updating of the beneficiary database 

across 30 districts in close coordination with the Department 

• Carry out orientation of the field team for database creation, regular 

updation and management of data-files 

• Carry out basic checks on account details received from districts through 

use of PFMS or other platforms and methodologies to ensure data quality 

and to remove incorrect/ erroneous data before processing for payment 

• Preparation of payment files based on the data received from districts as 

per the scheme guidelines 

• Ensure maintenance of databases and management information systems 

for efficient reporting and retrieval of information 

• Coordinate with technical team, treasury team to resolve system/ 

software related problems/issues 

• Regular monitoring and follow-up for ensuring quality and timeliness of 

data collection from the field office. 

• Preparation of details of error data/ failed transactions for sharing with 

districts; follow up on timely receipt of the corrected information. 

• Any other responsibility as assigned by the supervisor in line with the 

deliverables and programme requirements 
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3 

 

Finance 
Executive 

 

 
1 

Graduate with  
familiarity of 

Computer Usage 3-5 yrs 
Rs. 20,000/- 

 

• Support in preparation of sanction orders for scholarship disbursement 

• Support in bill preparation, writing of book of drawal, etc. for submission 

of scholarship bills to Treasury 

• Coordinating with the Directorate of Treasuries for ensuring timely 

submission of scholarship bills.   

• Supporting in preparation and submission of Utilization Certificates (UCs) 

to Central Ministries/ External Donor Agency   

• Support in procurement, vendor selection, negotiations, developing 

agreements, etc.  

• Ensure tracking of fund utilization as per the laid out financial plan 

• Ensuring processing of monthly fees and reimbursement of expenses to 

contractual staff of SMU 

• Any other responsibility as assigned by the supervisor in line with the 

deliverables and programme requirements. 
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School & Hostel Monitoring Cell 
 
 

 

 
1 

 

Senior 
Consultant 

 

 
1 

Masters Degree 
or equivalent in 
Social Sciences/ 

Social Work/  
Rural 

Management 

8-10 yrs 
Rs. 95,000/- 

 

• Review & analyse reports submitted by the monitoring  officials based 

on the inspection plan & prescribed monitoring indicators developed by 

the Department and generate reports for taking decisions. 

• Collate information & generate report based on the visual evidences 

from schools & hostel for the wellbeing of boarders. 

• Ensure that the timeline and the mandated  reporting mechanism 

/process is followed by the monitoring officials  

• Edit the translated  verbatim Oriya transcripts of registered  queries 

/complaints submitted by the Helpline Executives prior to submitting to 

concerned authority 

• Scrutinize the complaints/queries  and categorise/sub categorise 

complaint and further assign the complaints to the concerned officers 

with an appropriate dead line 

• Support in the development of guidelines and communication to be 

sent to districts officers and other stakeholders for ensuring safety & 

security of boarders especially girls & reduction of mismanagement of 

schools & hostels. 

•  Act as the nodal person to coordinate between   the Department and 

District functionaries for addressing issues related to safety & security 

of boarders and other hostel management related issue. 

• Provide technical assistance in designing and development of effective 

communication materials on Legal Provisions/Child Rights /Code of 

conduct of staff & students for awareness generation and publicity 

especially amongst boarder girls. 

• Bringing urgent issues emerging from the district reports to the 

knowledge of the Reporting Authority. 

• Ensure proper & timely follow up & strengthening of grievance 

redressal system   

• Support effective qualitative reporting and need based production of 

reports, briefs, fact sheets, background papers and other documents 
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related to effective management of school & hostels. 

• Any other responsibility as assigned by the supervisor in line with the 

deliverables and programme requirements 

 

2 Data Analyst 2 

Graduate with 
Diploma in 
Computer 

Applications 
3-5 yrs Rs.30,000/- 

• Regular tracking of report flow from district officials of 1670 no. of 

schools and more than 4000 hostels under the SSD department. 

• Compilation of the data received from the district officials of prescribed 

monitoring indicators and analysing the same. 

• District wise report generation and comparative analysis of the 

monitoring indicators. 

• Regular reporting and presentation of the status to the state level 

officials. 

• Bringing urgent issues emerging from the district reports to the 

knowledge of the Reporting Authority. 

• Any other work as and when assigned by the Reporting Authority 

 

3 
Helpline Executive 

 
2 

Graduate with  
familiarity of 

Computer Usage 3-5 yrs Rs.20,000/- 

• The prime responsibility is to listen & record all incoming calls/enquiries 

as required and coordinate with the Technical Consultant in responding 

to complaints and queries. 

• Ensuring that confidential records of enquiries are kept and 

maintenance of the MIS on complaints redress status. 

• Translate the verbatim Oriya transcripts to English and enter it in the 

register and take it to the Technical Consultant   prior to submission to 

concerned authority for immediate follow up actions. 

• Provide a complaint number against every complaint received. 

• Ensure digitization of all complaints by the data analyst for enabling to 

take appropriate action. 

• Provide feedback on redressal of complaints - list Action Taken Reports 

(ATRs) and segregate data for system upload. 

• Carry out any other duties as requested in relation to the effective 

development of the helpline services.  

• Any other responsibility as assigned by the supervisor in line with the 

deliverables and programme requirements. 
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Annexure-V 
 

Bid Security Declaration Form 
 

(On Bidder’s Letter Head) 
 

RFP No: Date: 
 

To 
The Special Secretary to Government  
ST & SC Dev.,M& BCW Department, Government of Odisha, 
     Lokaseva Bhavan,  
Bhubaneswar – 751001 

 
 

Sir, 
 

I / We the undersigned, declare that: 
 

I / We understand that, according to RFP conditions, bids must be supported by a Bid 
Securing Declaration. 

 

I/We accept that we may be disqualified from bidding for any contract with ST & SC 
Development, M & BCW  Department for a period of three year from the date of notification 
if I am /We are in a breach of any obligation under the bid conditions, because I/We 

 

a) have withdrawn/modified/amended from the tender, my/our Bid during the period of bid 
validity specified in the RFP; or 
b) having been notified of the acceptance of our Bid by ST & SC Dev.,M& BCW Department 
during the period of bid validity 

 

(i) fail or refuse to execute the contract, if required, or 
(ii) fail or refuse to furnish the Performance Security, in accordance with the Information to 
Bidders. 
(iii) Any other circumstance which holds the interest of the client during the bid process 

 

I/We understand this Bid Securing Declaration shall cease to be valid if I / we are not the 
successful Bidder, upon the earlier of (i) the receipt of your notification of the name of the 
successful Bidder; or (ii) thirty days after the expiration of the validity of our Bid. 

 
 
 

Name of the Authorised Representative: 
 
 

 

Signature of the Authorised Representative with Date and Seal 
 
 
 


